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Overview
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Handles account set-up and system user establishment in PMS; 
processes payments and performs cash management for grant 

recipients; facilitates debt collection for all grant funds paid through 
PMS; collection point for all grant-related interest throughout the 
Federal government; resolves disbursement reporting issues with 

grant recipients. 

Distributes financial transaction data and reports
to awarding agency customers; processes 

payment transaction files to the Federal Reserve
Bank system and U.S. Treasury; and prepares 

financial reports.

Evaluates changes and enhancements to PMS;
develops systems related operating procedures and
system documentation; oversees the resolution of 
system application problems; and monitors
production activity for accuracy. Conducts system analysis, 
design, and programming tasks; operates the computerized 
system; communicates with other computer centers; executes 
system back-up processes.

Director, DPM
Brian Harris

University and Non-Profit Payment Branch
Mary Lanham, Chief

Accounting & Reports Branch
Joseph “Hal” Baldwin, Actg. Chief

Division of Financial Operations 
Systems Accounting Branch (SAB)

Matthew A. Zakielarz , Chief

Governmental & Tribal Payment Branch
Kassandra Miles, Chief

DPM ORGANIZATIONAL CHART

Presenter
Presentation Notes
welcome.mov side by side ppt slide 



The Payment Management System is operated by the Department of Health and Human Services Program Support Center, Division of Payment Management.  The Division of Payment Management is organized by functional area.  For grant recipients the key staff areas are the three payment branches as shown directly under the DPM Director.  The payment branches are staffed by Liaison Accountants who assist grant recipients with the payment process, with financial reporting functions, and with getting access to information within the system.  Each grant recipient is assigned to a specific Liaison Accountant, primarily depending on your account type and geographic location.



5

COMMON ERRORS:

Corrections in Depositor Account Number and 
Bank Routing Number

Depositor Account Title not filled in

Depositor Account Title does not match Name of 
Payee 

No signatures

FROM THE DPM WEBSITE: WW.DPM.PSC.GOV
1. Click on “Grant Recipient Info”
2. Click on “Forms”
3. Click on “Non-HHS Grantee Banking 

Information – SF-1199A”
4. Complete Fillable Form & Print {Note: Section 3 

must be completed by the bank}
5. After form is completed….

• New grantee registration send to the Grant 
Program Office.  

• Existing PMS grantees w/banking updates, 
send to the Grant Program Office.  Please 
include note w/your PMS Account Number(s)

DIRECT DEPOSIT BANKING FORM
New Grantee Registration & Update Banking



6

CONTACT INFORMATION SHEET 
New Grantee Registration & Change in Personnel

FROM THE DPM WEBSITE: 
WW.DPM.PSC.GOV

1. Click on “Grant Recipient Info”
2. Click on “Forms”
3. Click on “Primary Contact Sheet”
4. Print & Complete Form

After form is completed….

New grantee registration send to 
the Grants Program Office 
w/your SF-1199A (Note: New 
grantees will not have a PIN)

Existing PMS grantees send to the 
Grant Program Office.  (Note: If 
you have a change in personnel or 
want to add an additional user.  Please 
include note w/your PMS Account 
Number(s))
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Internet Access
Division of Payment Management Home Page

www.dpm.psc.gov

Hours of Operation
7:00 AM to 6:30 PM EST

Monday – Friday

Help Desk Number
Telephone #: 877/614-5533

Fax #: 301/443-8362
E-Mail: PMSSupport@psc.gov

Payment Management System 
(PMS):  Connectivity
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Payment Management System 
(PMS):  Website

Go to: www.dpm.psc.gov

Click on “Payment 
Management System”

or “SmartLink”

Pay Close Attention 
to System News!
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PAYMENT MANAGEMENT SYSTEM 
(PMS)
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Click on “SmartLink 
Payment Request” or 

“Payment Management
System”

Click on “SmartLink 
Payment Request” or 

“Payment Management
System”

Presenter
Presentation Notes
Our first training exercise will be to complete the logon process for the system.  



We are going to assume you can start your computer, access your internet service provider and get to web sites.    

The website for PMS access is: http://dpmlink.dpm.psc.gov   We call this the PMS Welcome Page.  

At the Welcome page you will see service selection boxes and system status boxes.  If the status is listed as “Available” the system is up and running for normal business.  

If the status is “Off Line” we are probably  closed and will start up again during normal business hours or on rare occasions when you see this message during business hours we may be performing a system upgrade or system maintenance.  



To access the Payment Management System logon screen, click on the words “Smartlink Payment Request” or “Payment Management System”. 
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Type in Assigned Username & Password
Click “OK”

Do not check the box “Save this password…..”

Presenter
Presentation Notes
If you are a new user  : 

Your User name and temporary password will be mailed to you by your liaison accountant.  

Enter your user name exactly as it was sent to you.  The user name is case sensitive.  



Press the tab key or click on the password entry field



Enter your temporary password exactly as it was sent to you. 



At this point if you cannot access the system, call our Help Desk at 877-614-5533 or contact your Liaison Accountant for assistance in the logon process.      
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For “FIRST” time 
access with a 

temporary password

Note the Expiration
Days before your
Password expire

Presenter
Presentation Notes
The next screen you should see is the PMS Entry Screen and Message Board 



If you used a temporary password to log in, you should see a message stating that your password is temporary.  



You will also see the DPM message board.  Take a couple of moments to review the messages.  We use the message board to announce PMS updates, report due dates, etc.  



If you logged in using an existing password, the system will tell you how many days remain until your password expires.  In this example, the password expires in 76 days.  



Please note the question mark symbol in the upper right corner of the PMS screen.  This is the On-Line Help button. Click on the question mark to open the On-Line Help.  You can choose to look at the Glossary, Select a PMS function from the Index, or exit the On-Line Help function.   The Glossary is arranged in alphabetical order.   The Index is arranged by subject area.  The processes we will talk about are under Menu Options list.   

  

Now click on the bar saying ““Click Here for Access to the Payment Management System” 
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Payment Management System passwords expire every 90 days.  When you first login to the 
system, the welcome screen displays a message telling you whether your password is temporary 
or when it is due to expire. 

To request or reset your password you may contact us by:

Phone: (877) 614-5533 
Email: PMS Help Desk (PMSSupport@psc.gov)
FAX : (301) 443-8362 

The request should include: 
– requestor's name 
– requestor's phone number with extension 
– organization's name 
– account number 
– username 
– date of last payment request 
– amount of last payment request 
– email address

Password Resets for Grantees

mailto:PMSSupport@psc.gov
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Payment Management System (PMS):  
Adhoc Grantee Inquiries

Account  Balance Data -

Authorization Transactions -

Payment Data -

Summary Grant Data -

Authorized grant award information, 
payments made and funds available

Payment history (payments 
deposited and rejected)

Grant expenditures reported on 
the most recent PSC272 report

Award amount, budget period and 
date posted in PMS

Presenter
Presentation Notes


Here are the four grant recipient inquiry types.  



The grantee inquiry function offers on-line access to all information in PMS on your account.   
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Click on: the “?” For 
definitions of 
common PMS inquiries 

Presenter
Presentation Notes
To get to the PMS Inquiry page (Use the left menu):

Click on Inquiry. 

Then click on Adhoc Grantee Inquiry.

This will bring up the Inquiry Selection screen (shown on slide).

By clicking on the drop down menu you can see the four inquiry types. 

To run the Account Balance Data inquiry click on the words Account Balance Data, then click Continue.
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2AA5P

1) Click on “Payment”
2) Click on “Request for Payment”
3) Enter your Account Number
5) Click on “Account”.

Payment Management System (PMS):  
Requesting Funds

Presenter
Presentation Notes
We will now go through the payment request process. 



Use the left-hand menu to access the payment request function:    

  Click Payment

  Click Request for Payment



This brings up the Account Selection screen.  PMS users can have access to one or more Payee Accounts under their user names.  



On the Account Selection screen enter your  Payee Account Number (PAN) in the Account Number field.  If you do not remember your Payee Account Number, click on the Lookup1 button, then click on the Find button to access a list of Payee Account Numbers associated with your user name.   Next,  click on the Payee Account Number you want to use and click Return.   



Click Account.
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1. Enter DUNS
2. UPDATE Requestor Information or 

Click the Check Box If No Changes 
Are Required

3. Enter Payment Due Date
4. Enter Expected Disbursement 

Amount
5. Enter Cash on Hand
6. Enter Payment Request Amount
7. Click on “Continue”.

Presenter
Presentation Notes
On the Request for Payment screen, the DUNS field appears under your account number.  DUNS stands for data universal numbering system.  DUNS numbers are issued by Dun and Bradstreet (D&B) and consist of nine digits.  OMB prescribes DUNS numbers for tracking grant money dispersals. 



The Request for Payment screen has four required fields:

First is the Payment Due Date.  This is the date your requested payment will be deposited in your bank.  For standard accounts this is the next business day.  For same-day payment it is the day the request is being made.  Payment due dates may also be “warehoused” up to 30 days in advance, that is, preset for future payments.  Warehousing must be set up through your DPM Liaison Accountant.

Second is the Expected Disbursement Amount. This is the amount of checks being cut to cover grant program expenses or the amount of expenses to be paid using the funds from this drawdown or payment request.

Third is the Cash on Hand.  This is the amount of cash in your bank account remaining from previous funds requests.  Optimally this number should be zero. 

Fourth is the Payment Request Amount.  This is the Expected Disbursement Amount minus the Cash on Hand..  We expect accounts to go to, or close to,  a zero balance after planned disbursements have been made. 



Click Continue. 
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2AA5P
123456789
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2AA5P
123456789

SUBACCOUNT1 SUBACCOUNT2
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2AA5P
123456789

SUBACCOUNT1
SUBACCOUNT2
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2AA5P

SUBACCOUNT1
SUBACCOUNT2
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Payment Management System (PMS): 
Reasons for Denied Payments / Manual Review Flags

• Agency Restriction 
– Awarding agency has the authority to restrict grant funding and payment requests

• Reasonableness
– Excessive payment requests may be rejected due to large payments in budget period

• Late FFR 425 Electronic Reporting

• Excess Cash on Hand - 3 day rule
– Funding requests will be denied if there is excessive cash on hand.

• Agency Approval & Confirmation
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Payment Management System (PMS):  
Requesting Funds

Payment requests may be 
made as often as needed: 

Daily 
Weekly 
Monthly 

Bi-monthly 

Remember:  Funds must 
be spent within three 

business days!
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FEDERAL FINANCIAL FEDERAL FINANCIAL 
REPORT REPORT 
(FFR(FFR--425)425)
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FFR CHRONOLOGY OF EVENTS

January 2010 – Federal Financial Report (FFR) to be implemented in PMS

December 2007 - Final request for FFR comments posted in Federal Registry

January 2005 - OMB requested DPM to pilot an electronic version of FFR

July 2003 - Federal Notice from OMB acknowledged “need for further evaluation of the 
issues in implementing the new form” due to the comments received

April 2003 - Federal Register  announced Notice of Proposed Consolidated Federal Financial 
Report requesting comments from the public

November 1999 – Public Law 106-107  promulgated the establishment of post award group which
was formed to consolidate SF-269, SF-269A, 272 & SF-272A into a single form

March 2006 – First users piloted FFR disbursement reporting 

July 2008 – Further revisions were made to form and instructions
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ADDITIONAL FACTS

• Effective January 04, 2010, the FFR functionality will be 
available to users of the Payment Management System for 
their first quarter fiscal year 2010 reports (for the period 
October 1, 2009 through December 31, 2009).

• As mandated by the Office of Management and Budget, the 
FFR cash transaction reports must be filed within 
30 days of the end of the quarter (instead of the 45 days 
allowed for filing the PSC-272). 

• The FFR will be integrated within the Payment Management 
System (PMS). 
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TRAINING DATES
FEDERAL FINANCIAL REPORT (FFR) TRAINING DATES 
Date for FFR webinar sessions will be December 7th, 11th, & 14th. 

GRANT RECIPIENT TRAINING DATES 
The Division of Payment Management (DPM) will offer Payment Management System User training classes 
on site in Rockville, MD for grant recipient organizations on the following dates and times: 

February 18, 2010 -- 9:00am to 12 noon 
April 15, 2010 -- 9:00am to 12 noon 
June 17, 2010 -- 9:00am to 12 noon 
August 19, 2010 -- 9:00am to 12 noon. 

Each class is three hours long. Should the requests for training warrant, additional classes will be considered. 
Classes will be filled on a first come, first served basis. Upon registration, we will send you information on 
directions to the DPM office. Grant recipients will be responsible for all travel, lodging and subsistence costs. 

Please check our website under the section “Training” for registration information 
and frequently asked questions.
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INFORMATION SESSIONINFORMATION SESSION
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Check Returns 
If you choose to return funding via a check, please be sure to use the following information: 
•Check made payable to The Department of Health and Human Services 
•Indicate your Payment Management System (PMS) Account Number (PAN) on the check. This number can be found on page 
one of your PSC 272 Report. 
•Mail the Check to: 

oThe Division of Payment Management  (Federal ID # 521396046)
oP.O. Box 6021 -- 11400 Rockville Pike, Suite 700 -- Rockville, MD 20852

You can choose any one of three ways to return funds to DPM 

ACH Returns (Direct Deposit) 
Returning funds to DPM via ACH (Automated Clearing 
House) means you will most likely be returning funds to DPM 
in the manner in which they were received at your 
organization. 
You will need the following information: 
The DPM ACH Routing Number is: 051036706
The DPM DFI Accounting Number: 303000

FEDWIRE Returns 
A FedWire return is a return via a WIRE. You 
will need the following information: The DPM 
FEDWIRE Routing Number: 021030004 The 
DPM ALC (Agency Location Code): 75010501

IMPORTANT - PLEASE INCLUDE: 
Your Payment Management System (PMS) Account Number (PAN) with your submission. This is important so we know who to credit the funding to.  Please 
include with each submission the reason for the return. This means: is it Excess Cash, funds not spent, interest, part interest part other, etc. On electronic returns 
there are fields in place for submitting information with the financial data. Please make use of these fields. Please include pertinent sub account information if it 
applies.

General Information: Returning 
Funds to DPM

Presenter
Presentation Notes
Side by side video: add58V.mov



If you ever need to return funds to the Division of Payment Management due to an erroneous funds request, excess cash, or for any reason, we accept electronic funds transfers and checks.  Instructions for electronic funds transfers are on our web page at http://www.dpm.psc.gov .  From the web page, click on “Funding and Requests” and then click on “Returning Funds to DPM”.  
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General Information: Returning 
Funds to DPM

US DEPT OF HEALTH & HUMAN SERVICES

PMS ACCOUNT # OR  GRANT #

Presenter
Presentation Notes
Side by side video: add58V.mov



If you ever need to return funds to the Division of Payment Management due to an erroneous funds request, excess cash, or for any reason, we accept electronic funds transfers and checks.  Instructions for electronic funds transfers are on our web page at http://www.dpm.psc.gov .  From the web page, click on “Funding and Requests” and then click on “Returning Funds to DPM”.  
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Division of Payment Management
Department of Health and Human Services
P.O. Box 6021
Rockville, MD 20852

• Check via Mail:

General Information: Returning 
Funds to DPM

Presenter
Presentation Notes
Side by side video: add58V.mov



Or make your check payable to the “Department of Health and Human Services”, and mail it to the Division of Payment Management, Department of Health and Human Services, P.O. Box 6021, Rockville, MD  20852.  If you do send a check, please be sure to include your account number on your remittance invoice.
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REGENIA MITCHELL 
Account Representative

Telephone #: (301) 443-1500
Fax #: (301) 443-2569
E-mail: Regenia.Mitchell@psc.hhs.gov
DPM Home Page: www.dpm.psc.gov

Presenter
Presentation Notes
Side by side video: add58V.mov



That concludes our training CD.  If you have additional questions, please visit our web page at www.dpm.psc.gov or contact the Help Desk at (877) 614-5533, or E-mail us at info@psc.gov. 

mailto:Nicole.Dunning@psc.hhs.gov
http://www.dpm.psc.gov/
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QUESTIONS ?????QUESTIONS ????? 

Thank You & Have a Thank You & Have a 
Nice Day!Nice Day!
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